How to sign up a member of the public

as a registered user on the
Virginia Regulatory Town Hall

o Go to www.townhall.virginia.gov.

a Click on“Enter Town Hall.”

o At the bottom of the blue menu bar on the left, click on *Fast & easy sign-up.”

o Youwill see ascreen like thisone:
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User Information

Yirginia Town Hall services are free to all users. Registration allows you to submit online comments and
receive notification of regulatory actions and meetings. For details ahout confidentiality of information
submitted tothe Town Hall, see the Tawn Hall privacy policy.

Mote: ¥ou must be at least 13 years old to register to use the Town Hall website,

Your email address will be your login name. *indicates a required field.
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o Enter person’sinformation on this page including a password of his choosing. For
security purposes, advise person to change his password the first time he logs on to the
Town Hall website. Click “Save” at the bottom of the screen.
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o Next, you will be taken to a notifications options screen. 1t will look something like this:
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Notification Options

Fleasze indicate below ifyou wish to receive e-mail notification about regulatory actions and meetings related
to virginia's regulations. Click Sawe at the hottorm ofthis page to enter the Town Hall. Mote: You may choose
notto receive e-mail notification. You can change your preferences at any time.

Choose your area(s) of interest:
Click on the hox below to indicate your areas of interest, ifany. Click on the [ to view all items in a categary ar
the [ to collapse a list of iterns.

5 Jelect
1 & dministration
& Commerce and Trade T
7] Education
] Finance
1 Health and Human Resources
B Independent Agencies
EH_] Hatural Resources
& Public Safety
2] Transportation
[T Technology

-

|&] Done I_ l_l_ |4 Intemet

o Click onthe+ signto view all items under a category. Click on the—sign to collapse a
list of items.

o Click on the appropriate boxes to indicate the agencies, boards, and/or particul ar
regulations the person is interested in receiving email notification about. Note: The
person does not have to choose anything here if he does not wish to receive email
notifications or if he wishesto indicate his preferences on the website at a later time.
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o Note whether the person wishes to receive information regarding meetings and/or
regulatory actions related to the subject areas he has indicated.

o Note whether the person wishes the email to bein HTML or plain text format.

o Press Save button.
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I would like to receive e-mail ahout:
| Meetings related to the subject areas | have indicated ahove
I~ Regulatory actions related to the subject areas | have indicated above

| would like to receive my e-mail in the following format:
& HTML (formatted messages that look like Web pages)
7 Plain Text {choose this option if your e-mail program does not support HTML-enhanced e-mails)
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o The personisnow signed up asa Town Hall registered user and will receive a
confirmation email at the email address he provided.

o If the person wishes to edit his user information or notification preferences, he can do this
any time by simply logging on to the Town Hall, and then clicking on * Registration
Options’ on the blue menu bar.



